
Separation: Voluntary Resignation
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Start

Process final pay:
Audit time 
record(s)
Prepare 
AB2410 & 
supplemental 
AB2410

Finish

Provide employee with 
a written 

acknowledgment of 
intent to separate, cc 

HRSTR and Unit Head.

Inform your supervisor 
of your intent to resign.

Submit final approved 
time record to HRSTR.

Process PPS 
Activities:  

SEPR OEU 
PAN Review

Update any Service 
Team internal 

databases, including 
timekeeping systems.

YES

Prepare and mail 
the employee 

Separation Packet.

Provide your supervisor 
with final time record 
and disposition of e-
mails and files, and 

close out your 
workspace.

Return all UC Property 
to your supervisor or 

appropriate office.

Record interim “reply” 
message on e-mail and 
voice mail and change 

voice password to 
phone extension (e.g.) 

xxxx.

Meet with your HRSTR 
to complete separation 
paperwork and pick up 

final pay check and 
Termination of Benefits 

Checklist.

Revoke Access and 
Authorization, and 

ensure all UC property 
is returned.

Ensure employee 
resets password to 

phone extension, and 
remove employee’s 

name where applicable.

Consider the following:
Filling a Vacancy
Exit Interview
Farewell event 

Receive 
written acknowledgment 

of intent to separate, 
and final approved time 

record from the 
supervisor.

Prepare 
separation 
paperwork:
UI Form 
SEPR DCD 
NLI Form

Will you meet with the 
employee in person?

Meet with employee on 
last day of employment, 

obtain signatures on 
separation paperwork, 
deliver final pay check 
and Benefits Checklist.

Discuss options for 
Filling a Vacancy with 

supervisor.

NO

Records 
Disposition:

Send UI Form to 
Benefits 
Place SEPR 
DCD, IDOC & 
paperwork in 
personnel file
Send NLI Form 
to employment 
(if applicable)

Help/Forms/Resources

http://shr.ucsc.edu/shr-procedures/process_map/resign.pdf

http://shr.ucsc.edu/shr-procedures/resign/index.htm
http://shr.ucsc.edu/shr-procedures/resign/role-3_help.htm

